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1. In connection with the current review of the organisation, staff=
ing and Tunctions of the idministrative Staff, request that Jetailed state-
mente of activities to be performed within each functionsl ares of the
Administrative Staff be developed and furnished to the undersigned not later
then 18 Septesber 1953, Insofar ss possible, etatements furnished should
refiect pregent snd snticipated workload and menpower requirements for esch
sct ﬂtyc

2. Ponetions snd setivities for which statements are requested should
include, but not neceoserily limited te, the following:

a, Budoet and Fleea]l Katiers, Statement on this area should
include an ind : ted foreseesble effect on steffing require-

(1) Assigned responsibility for mminteining detailed account-
ing of funds cxpended in materiel support of approved
-Agency projeote end rrograms.

(2) Allotted all Agency funde for the "transportation of
things* (03 funds). .

. roopen, Ctatement for this activiiy has been
furnished o o undereigned, Thie statement is bedng reviced
snd, upon completion, may be used by your steff ee a guide in the develop=
ment of other gtctements requested, '

d. Cgroer Seryies Procyem, Statement should reflect all :
sotivities necesssry to earry out objectives and policles ms announced in
the statoment of the Logistics Career Jervice Board recenmtly developed
in your ptaflf,

Personnel U re Statement should reflect all
astivities requ - of an adequate pcrsonnel program
for Logletice Office, not previously contained in statements for the
Training and the Career Service programe ( parsgraphe 2¢ and 24 ebove).
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' atement chould worklond
£ st refleet achivi@ips, ,
MMBpOwET coordinate the development and mublicsticn o
?Wa for sress ne: yot cover=d end those procedures that bai;zlzgqna
' now requiring ssjor revislom, Stetement should alaci nela e
aeﬂest-io; of worklosd and minimum menpower réguirements os;aggt. :her
meintain procedures, logistice Office orgenization mmai, and o
regulatery and directive type ismsnoes in » current status,

; statement should imclude a listing of
& AT Tpan of staff tire snd should
, otivities ng the expenditure of sta _u—l
Nﬂmeiigiispeﬂima ;:éaduled within departmentel and 25X

Items to be included in this category sre of fice epace nmgmﬂh; sdmine
igtration of parking spaces, mcnrecurrent orojeets, pablimticai:i c1os
Logistics Office Notloes snd other Apeuments, and apy other act as
performed on & recurrent basis within the tdministrative Staff - not o
port of functional eress spacifisd above.

ing of files and
Statement: requested sbove ghould {nclude 2 list

morg; maintained or to be established in econnection with each activity
1isted, together with reporte rrevarsd apd anproximete ptaff time required
thorafor,
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